
np#ruCix G EPA{TEU f*U**f Applicathn

EmPIoYee n"*t/e 
il ni{er Dail t ni

Job Title & Grade:

€rni,.nnilt n+"1 Scitnli4 65 la
Offico/Reoion and Division: ^ t-"W'd't,'i,";'T"'"'ffin -, LIJ(91( Mama $-fln{ ut-l-
Employ$'s Work Phone:

\\Z cr)\- 1lk ;,
rloyee's Work E-mail A${ress:

fruJerl't .'tt l,4vtrftr' € e P'ct, q 0 y
Firq-lil 1e rr's llllork Phone:

- 1U4U
Proposed,$tart Date:

1" 7v- lt j
Proposed End Date: {for Medical Telework}

Address of Alternate Work Location {lncluding city, $tate and zip code}:

Phone Number of Nternatz Work Locatidn: Fax Number of Altemale YYork Location (if applicable);

Re4,rest:

[ ] New Request I I Annual Recertification [i$equest tor Modification to Exisling
Agreement

Tvoe of Telework Aorcement: t I Reoular I I Eaisodic t I Medical n{frnf-n*"*
?rqwr+hnq{\\\:tirnu r.ol rfjoci*iort ,-t ii i,,rtttrd tt uo*t fi,nn RD a-t t<rrct ouct
lf Rbgular Tghwork, Number of days per week: or number of days per pay period:_

[ ] tf request is for Medical Telework, medical documentation justifying the reason for the request and the pro,iected
duration that it wilt be needed is attached to the application. (lf requested by supervisor).

Itt0u\t-t4

Requested Telewort Scfpdub: For Regular and Full-time tdeworkers, identifuing your reguestedrxor& schedule/iocation.
lfondav Tuesdav Illfednesdav Thursdav Fridav

Pav Period Week #1

'Official Workslte

Alternate Work Location a: r0-5 \' ho "0, 1 AA"5 *.ao - > tr:il-S
Pav PeriadWeek*2

Offieial Worksite

Alternate Work Location A'4A-b Y'.3o" Z Y:ao -S 8:50 "s Y:lD'\
DescriotionofPortableWorktobenerformedatAhernateWorkLocation: . . ^ .,...
turrlrtf wwklorrd. ir (whre\VwlqVV, Et( a-{rhr\rzrl Wtltto f*r{i&rhomti
e{plo.r.Ar*lon.

Apfrffi#D{sappreryad {athcft drfitbrt:il doourasr{. dr, ff aagdsd}:

[ ] Approved [ ] Approved with Modifications (cite reason(s) [ ] Disapproved (cite reason(s) below)
and msdificatien below)

Employee's Signafure: fat6:

Supervisor's Signature: Date:

DAAIDF.A (or designae $ignafure (For Full4lme Teleworlr): Data;

HOTE: lf approved, employee agrees l,o submit and sign the EPA-NTEU Telework Agreement and $elf-Certification $afety
ChecklisL
Distrlbution: The supervisor and the employee should keep a copy ot this form tor their own records. A copy shall also be
forwarded to the programlregional oflice telework coordinator"

Ex. 6 Residential address

Ex. 6 Residential telephone #



TypeofTeleworkAgreement: I lRegular I lEpisodic I lltredical I JFull-time
A!! tvpes of Telesyg* Agreements Hay Fsquhe U nschedr:led Telework: ln tne event o{ an office dc,s-rre, telewnrk:rearl,v
employees already scheduled to Telework that day are required to do so unless other circumstances described on Section
6(D) of the Telework Article prevent work from the AWL. Telework-ready employees not scheduled to Telework that day are
required, in coordination with their supervisor, to utilize unschedded Tdework to the maximum axtent possible, subject to
(tvatavtv, puttdurv w\xr\ ulfltinD l,I,llur u[uuilrDtdlluigii u\iDulluuu ilI crEuu\Il rrtL.,rur orE Hruril5 Prrivtilrt wuln Ir\ril tIrE nYvL.

The employee's work schedule (official tour of duty) while participating in the Telework Program is listed below.

The erngoyee agrees io obeerve hours of work in accordance with esiaHished policies. The em$oyee's work schedule at an
Alir'L must be the sarne as that in daee at the of{icial worksite.



Work Schedules: Employees who telework will work the same schedules that they work in the official worksite, including
compressed or flexible schedules under an approved alternate work schedule plan and may nst work non€tandard evenings
and weekend schsdules. Eligibte woik schedules for emplcyees pariicipating in telewo* are the same as those employees
working at the ofiiciaf wortsite. ln the event of emergency or extreme circumstances, work scheduJes may be changed with
supervisor approval and in accordance with established procedures.

This agreement does not restrict the employee's right to request a change of schedule in accsrdance with existing policies.

Leave: Employees performing wrrk at the dtemate work loc*tion wilt foltow established procedures for re(uesting and
obtaimng approval ofleave, consistent with th€ C€llective Eargaining Agreernen( applicable laws, rules, regulations and
Agency policies.

OveritnrelCompenEatory Tlrne : Emgcyees performing wor* a1 the AWL are zubjecl to the same rnaximum worJ<day limits as
they would be if they were pedorming work at the sflicial duty station. Employees must seek prior approval frorn their
supervisor prior to working overtime or compensatory time at their AWL.

&w.#bi{eEanuw

Employee aErees that in order te maintain eligibili$r fortelework:
. The ernployee has sufficient portable work lor the arnount of Teleurork requested;
. The employee is currenily pe#rrrming at the "Fulfy Successftrf " levej or above. lf an employee's last rating of record is

less than fully successful a supervisor may nevertheless at his or her discretion approve such and ernployee to
lelework if lhe supervisor deternines that the employee is now perforrnir€ at a fully successful level ar higher;

r The employee has no documented performance deficiencies within the preceding 12 rnonths;
. The employee has no documented conduct deficiencies within the preceding 12 months, inc.luding but not limited to

leflers of reprimand, writlen war*ings or leeve restrictions (unless the supervisor detstmines that the cond*ct
deficiencies have no imoact on employee eligibility for telawork);

. The emplayee has not been absenl wilhout permissron for {5} fve ar more days in a calendar year, ar vlalated subpart
G of the Standards of Ethical Conduct for Employees of the Executive Branch pertaining to pornography;

. The employee agrees to return to the official worksite on a telework day if required to do so by his or her supervisor
pursuant to recall procedures contained in Section 13A;

r The employee ccntinues to comply with the terms of his or her written and approved Telework Agreement; and;

r The employs€ has bsen enrdayed atthe EFA f*r at least a reasona$e "orientatisn" Fefod of 90 days up to six {6)
months, as determined by the supervisor. ln additicn to the basic eligibility requirements for EPA employees noted

for new emnlovees should consider nervious federal service. if anv. lenqth and

Msnitsring Performance: Teleworkers and non-teleworkers are treated identically for the pulpo-ses of monitoring and
essessing job pedormance; however, supervisors may need to utilize different mechanisms for communicating with
te{ewori<ing employees,

Communication during Telewsrk: Empleyees are responsible for eommunieating as needed with their supervisort to reeeive
assignrnents and complete work in accordanre with the supervisot's instruc{ions. The ernpks}ree agrees ta rnaintain
cornmunication with the supervisor while telewor*ing, and work with the supelisor to overcome problems or sbstacles as ihey
occur so that the work of the organization is accomplished in an effective and timely mannar.

Tdeworking employeas m$st Gnsure that workirg frorn the AIrVL ca{Jsss no diserption in lhe efficiency of work, snd th€tthe
employee is available to his or her customers, co-workers and supervisors. This means, for example, that teteworking
emBloyees aannot make their regular teleworking hours unavailab/.e fsr calls, meetings, or virtual meetings in their eleelronie
calendars or put "out of office" mes$ages on e-mail and voice mail systerns indicating that they are unavailable.

lnability to Work at AL{l-: {n the eyent of intemlptions fn csmmunications caused by the failure of agency
equipmenUteehnology, employees will promBtly notify their supervisor or their designee and they will provide guidance on how
ta proceed in ordar to minimize disruptica in work. l{{he ernployee is unable to work at the AWL due to circurnstances baycnd
his or her control, including technical issues with the Agency's network or equipment, the employee should contact his or her
supervisor to request the appropriate leave or to notify the supervisor that he or she will return to the office worksite, if
praeticable. Contact shall be made in a timely rrlanner, typically wiihin thirty (30) minutes of such an inab,ility, absent
exte nuating circuretances.

Note: Reference Section 4 of the Article regarding Guidelines and Operating Principles



nature of previous work experience, and any previous experience teleworking.

Note: Reference Sec,tion I sf the Articl€ fsr addilional eligibility requir€m€nts.

S66tion7;ifi ilsu Worlrsit$l

Emplsyees partieip*ting ifl the ieleroorl( Brogram, induding fult-lime tdeuor* must be aeeessiHe and available for reeall lo their
sfficial worksite for a variety of reasons such as, but not limited to: a compelling need for in-person participation in meetings or
briefings, special assignments, trainlng, travel, unscheduled absence of other employees, emergencies or other situations
deerned necessary by the supervisor to rneet rnissio*, staffing, and workload requirernents

A supervisor may recal! an employee ta lhe atficial warksite by notilyinglhem at least 24 haurs in advance.A supervisor may
recall an employee to the official worksite with fewer than 24 hours advance notice when recall is essential for the Agency to
meet its mission and the employee is not prevented from commuting to the official worksite.

An employee may request but, is not entifled to another televrork day as a result of being recalled to the official worksite on an
otherwise scheduled telework day, or for any other reason being unable to telework on a scheduled day.

Sgd{rn:*;ih c,. adj,t*a,,Stattl*

Office Glosure: ln the event of an office dosure, Telework-ready employees already scheduled tc Telework that day are
required to do so unless other circumstances described in Section 6(D) of Articte 54 prevent work from the AWL. Telework-
ready em,e-,loyees mt scheduled ter Telework thatday are requir€d, in eoordination with their supervisor, to utilize unsshsd#ed
Telework to the maximum extent possible, sublect to available, portable work unless other circumstance$ described in Section
6{D) of Article 54 prevent work from the AWL. Employees are not entitled lo receive overtirne pay, credit hours, or
cornpensatory tirne off for pe#orming work during their regularly-schedul+d hows even thcugh the offlce is elosed. Em$oyees
reporting to an AWL other than the employee's primary residenee during the work week will follow ihe dosure or dismissal
procedures of the AWL.

Late *rrivalslEarty Bism-issals at the Regular Offiee Loedilon: ln the went of an early dismi*al erlate arirral io the
regular office location, Telework-ready employees already scheduled to Telework that day are required to Telework their
regularly-scheduled non-overtime hours. Late arrival and early dismissal procedures do not apply to employees that are
already schsduled to telework on that day or exercise the option to telework on that day if thai option is also offered pursuant to
Seetisn G{C) of Article 54.

Liberalloptional Use of Telework announced; ln the event the office is open but there is an announcement of liberal or
optional use of Telework that day, Telework-ready employees noi othenlrise scheduled to Telework may come to the office, or
requasi approval ior unscheduled Telework, or requs$t approvd for annual, credit houra or sthar iea/e. Consistant with
Section 6(D) of Article 54, employees are Bncouraged to work with their supervisors to ensure that they have available,
po(able work and the necessary equipment to enable them to telework if they anticipate that they may request unscheduled
telework when this is sffer€d due to adverse weatherconditisns.

General Provisions: [t is recornmended that supervisors and telework-ready employees coordinate in advance if there is an
anticipated severe weather event to ensure that employee$ have portaHe work and the necessary equipment to perform
telework during an office dosure. Telework-ready ernployees with limited po*able wod< are encouraged to work with their
supervisors to consolidate work in a manner to allow them to telework during adverse weather conditions.

As with scfteduled telework, an em$oyee performing uftseheduted telework rnust have sufficient amount of work to pe#arm
throughsut the rnlorkday when tele**:rking. An employee wfio dses n$t hav€ enough war* rnust rspor{ t$ the dice ff it is open,
conlacl thelr supeMsor for additional worft, or r+quest annusl l€ave, creditr Sn?s or other Jsaye. When the seyers weather or
other circumstances prevent work from the AWL {e.9. electricity, employee rnust evacuate, infrastructurelconnectivity and
child/elder eare issues) and the offiee rs closed ts emplsyess, a telework-ready employee may be granted administrative leave
by his or her cuDervisor or manaoar.
grii$:n,g,,.U tj,sc,,oLT.8lt$v,gf.*

Supervisors, maftagers and approving officials are prohibited from autho*zing regular, episodic, or unscheduled telework for
employees.seeking to eng€ge in activities sdely of a persond, fiGn:wsrk re&ated nature tha{ straurd stfrerwise be
accommodated through other appropriale processes.

Exarnples of unauthorized telework include, but are not limited to:
. Substituting telework for dependenUelder care {i.e. when the home is the AWL, an employee strould no1 be using

telework as a means to care for his or her spouse, child, or relative);
. lulowing an employee to telework in lieu of leave;
. Aecommodating an employee's personal requests that should legitimately be resolved by ether appropriate means

(e.9., siek leave, annual leave, leave without pay, donated leaye, advanced leave, accrued compensatory time,
chance in work schedule. reassionment. etc-): and



Agency-Owncd Eguiprneni: Empioyees who have an Agenry-issued laptop or mobiie phone assignerJ to ihem may 
'.ise 

such
equipment while teleworking and shall iake reasonable safeguards against theft and damage when they do so. All agency
issued equipment and supplies remain the property of the Agency, and EPA remains responsible for serviee and maintenance
of that equipment. EPA is under ne obligation to prcvide sueh eguipment to an er*$oyee sSely for the purpose of telewo*ing"
EPA is under no obligation to service or maintain equipment belonging to the employee, even if the employee uses it for
Agency work.

The Agency wilt provide necessery office supplies that are regulady available al the Ageacy {such as paper, pens, disks/drives,
envelopes, tape, staplss, ete.).

Employee-Ourned Equipmen* If en employee furnishes his or her own equipmenUworkstation at home, the government will
not reirnburse the employee for the purchasing costs ofitfle equipment/workstation. ln addition, the employee is responsible for
the maintenance, repair, and replacement of privately-owned equipment.

Expenaes at ASIL: No reimbursement for any AVI/L exp€nses. EPA will not reimburse employees for any operating cssts,
home maintenance. utility costs or other residential costs, or for any telephone or internet service. Government-issued calling
cards or mobile phones may be used by teleworking employees for official government business.

fmployees wor*ing at an Al\lL sutside af thc LeA: The Agency is responsibtre for service and main{,enance of Agency
equipment. ln cases where Agency equipment is in need al repair and upgrade, the Agency will make all reasonable efforts to
initiate repairs and upgrades remotely. However. should on-site assistance be required, employees must either return to their
home office or make other arrangements with their supervisor to ensure that repsirs and upgrades can be made expeditiously.
ln consultation with the employee, suprvisors will nrake determinalions cver questions sucft as the ernployee's duty status,
appropriate work assignments and potential temporary equipment during the interim period between when repairs and
upgrades are reguired and when they are completed.

Technology Security: The employee must comply with EPA/Regionali0ffice policies for infoi'rnation technology- security* and
use of government equipment/materiaf s.

Recards iBanagemenf when working at an AwL, EPA employees mu$t continue to eom$y wiiJ: EPA's Records
Management Policy and any other applicable policies on using, creating, maintaining, and disposing of records. Employees
shall also comply with the Federal Records Act, the Freedom of lnformation Act (FOIA), the terms of litigation holds, discovery
in litiffiion and any requests for records by the Office of lnspector Ge*eral. Any record removed from the official worksite for
Tdework assignments remains the property of EP'A and any infarmatlon generated from Tdework assignrnents is the proprty
of EPA" Ernployees are responsibl e for mainlaining the integrity of their recards and for produung recards on demand. Agency
work maintained on an Employee's personal computer or any portaHa media (e.9., disks, flash drives) may be subject to
litigation discovery or FOIA even if it is not eonsidered a record under the Federal Records Act.

The employee agrees to use approved safeguards to protect Agency records from unauthorized dlsclosure or damage and to
comply with the requirements set forth in the Privacy Act of 1974, as amended, 5 U.S.C. 552a, and those concerning release
of confidential business inforrnation

r lncluding time spent in routine commuting to and from the official worksite.

Ther-e may be circumstanceruhere tel€iryork€ligible ernployee utilize leaire foi:a portion of the workday ardat the
discrefion mav be pennii&ed to telework at an AWL for the remainder o{ the workday.

geetiE r i

;;F,trtlc$i iT*l** i.i't,

Eligibility: ln addition to meeting the eligibility requirements set forth above for all teleworkers, employees seeking to Telework
full-time must meet the additional eriteria set forth below. As with all Telework, management reserves the right to determine if
authorizing an €mplqyee to perfonn ftiltime Telework is appropriate. Approval for full-time Teiewark shEutd on{y be a#horized
in those insiances when:

1. AII of the employ€e's work is portable;
2. The emplayee's position requires minirnal in-person interface with management officials aruC other ernplcyees;
3. i-he employee has a demonstrated track record of mee{ing performance pfan objectives and working wtthout close

supervision;
4. Technology needed to perforrn duties is available and fulty functional; and,
5. The DAA or DRA, or their designee, has approved the request for full-time telework based on a determination that an

employee meets all required criteria in this section.

Approvals for Ful}-tFne Tetework: All requests for tebwork must be approved in writing by the requesling employeels
and mav be terminated at anv time based uoon an emnlovee's



failure to adhere to requirements of this agreement or based upon any other consideration impacting employee eligibility. A
request for full-time telewsrk must also be approved in writing by the Depu$ Assistant Adrninistratsr (DAA) or Deputy Regional
Administrator (DRA) (or thdr desQneei of the employee'scrga*izatian.

Termination of Full-time Telework Agreement: tf the Telework agreement is terminated for any reason, the
employee is responsible for all costs associated with returning to the official r#orksite location. ThB fir*t-line $upervisor
will notify the enT ployee of the decision to terminate full-time telework and will provide 10 {ten} work $ays tc return to
work unless an alternate return date is granted by the supervisor upon request by the employee.

Rel*cction: Reguests by employees engaged in full{ime telework wfro are seeking ta relocate outside of the lccal
commuting area will be approved only in circumstances where an employee meets all the requirements set forth in both
Section 9A and Section 9E of Article 54. Any such request is voluntary on the part of the employee. The relocation, if
approved, would be for the convenience and beneflt of the employee, and the Agency will therefore not pay for nor
reimburse eny reiocaticn costs incured by the employee. Employees engaged in fulldme telework seeking to change
their Oificial Worksite to relocate outside of the local commuting area must receive the written recommendation for doing
so, in advance, from their supervisor or manager.The written recommendation must be submitted by the supervisor to
the DAA o,r ORA (or their designee) that dearly explains how the empleyee is fully abte to peforrn all of his or her
duties effectively from the remote location, so that approval of the request will not, under any circumstances, diminish
ihe Agency's abitity to accomplish its mission and meet its operational goals. An assessment of relocation requests,
must, at a minimum include 1) a consideration of the employee's cunent and likely future duties and whether or not th€
ennplcyee is likeJy to r€tafl full- tirne telework eligibility in the future; and, 2)the eosts associated with any r€catl thal
may be necessary (particularly those requestingto relocate significantly outside of the local commuting area).This
documentation must be approved and signed by the OAA/ORA (or their designeei. lf disapproved, the OAtuORA (or
their designee) will respond in writing with the reasons the reguest was denied.

in official worksite will
Seafi**-:!*iS 6*, ,Fi lniur,t,
sa{d.r, f.ar4i!ia*+ian. The "Employ,ee Self.Certification Safety Checklist" idBntifies significant safety standards that must beusrtl, 99r rr.rvsrrv.r. r t

met in order to seek approval for the employee's AWL. The employee will notify the supervisor if anything changes at the AWL,
and submit a new "Employee Self-Certificatisn Safety Checklist," if applicable.

Propefi Damage andPersanallnjury: Questjons relaled toclajmsforpersonal properiy damage orlossorpersonal
injury related to the employee's performance of official duties should he directed to the servicing Human Rescurces
Office. The Agency wilt address is$ue$ of employee orAgency liabilily in accordance with the specific facts of each case
anrt , rnrrar +r-ra nra.,icinls cf the Federal Enrployees Claims Act, the Federal Tort Claims Act, the Mititary Personnel andsr rv ur rqs, rr rs Pr vY rorv,

Civilian Employees Claims Act, and local law as appropriate.

The employee is cov€red under the Federal Employe's Ccmpensatiofl Act {FECA) if injured in the course 6f
performing otficial duties at the official wor.ksite orAWL, in accordance with applicable Deryrffnent of Labor
regulations and standards governing FECA liability.

{NGTE: Any accident or in}ury occurring at the AWL must be brqlght to the immediate atbention of the supervisor and
the servicing Human Resources Office andlor other designated office (e.9., Health and Safety). Because an
employment-related accident sustained by an emptoyee participating in the Telework Program could occur outside the
premises cf the official duty station, the supervisor must investigate all reports immediately following notificaiion.)

lnspeetions of AWL: Provided the employee is given at least 24 hours advance notiee, ihe enrpioyee agrees to per mii
periodic inspections of his/her AWL during the empfoyee's normal working hours to ensure site conformance with safety
standards. Such insaections will occur onlv on davs when the emotovee is workinq atthe AWL

.Becii'6ri,rgi:O#enrreg::ie,li4# diidt't#t#ti*fra*:6f.T,Et*w,s *, {d€x ik l

Telework is a voluntary program and not an employee entitlement. The operational needs of the Agency are paramount.
Employees who telework do not have an automatic right to continue teleworking. Telework arrangements may be
modified, adjusted, orterminated atany tirne by rnanagement based upon an ernplayee's fa$ure to adhere to
requirements af this agreement orbased upon any otherconsideration impac-ting employee eligibility. Telework
arrangements may also be modified, adjusted, or tem 1 inated at any time when requested by an employee. Management
has the right at any time to end an employee's use of telework, if, for example, the employee's performance falls below
fully successful, the ernployee engsges in misconduet, the employe.e feils to c"ornply with this Article arwjth the terrns of
the employee's Telework Agreement, or if thetelework arrangement no langer meets the organization's needs.
Participation in telework will be terrninatcd when the employee no longer meets the eligibility criteria.

Management shall provide sufficient notice (typically 7 calendar days), when feasible, before rnodify'ing oi'terminaiing a

Tefework Agreement to aftow the affected employee to make necessary anangements. The reason for termination will



be documented, signed by the supervisor/approving official, and furnished to the affected employee. Consent or
acknowledgement via signature bythe affected employee isnot rcquired fortheter'llination of telework totake effecl.

When any significant aspect of an employee's work changes (e.9. posifion, work assigned, alternate work location), the
supervisor will reassess the portability and suitability of ernployee'swork for continued telework approval.

An employee may withdraw an application for telework, or terminate an approved Telework Agreemgnt, at any time
without prejudice, and return to the regular work location. The employee must notify the supervisor in writing, and the

supervisor should in turn acknowledge the employee's notice in writing, to prevent misunderstandings about work
location.

s olr* E?tr **lg*
Employee Certifieationr I certify that I have read and undersland the EFA.NTEU Telswork Artide and this Telework
Agreement Form. I understand that this Agreement may be used or reviewed by management and EPA's Agency and locai
telework coordinators for the purpose of implementing agency policy and assessing EPA's Telework Program. I certify that I

have read and understand the requirements regarding the safety and liability, safeguarding information, and other
requirements inctudsd in this Agreement- I will work according tE this Tdework Agreenent. I have thsaqutprnent necessary to
accomplish my wark al my altemative r,york location (AWL) and I have completed the required telework lraining for employees.

Telework Training
f;mBlcyee cornpteted re-quired telosrark traifiing iattaehed €errificale of completion.)

Ern pr ovee's s's"'*"" (y wlilp,/J,2 an r-rlLt
oate:yi>-lk

Supervisor's Si gnature: {/ Dale;

DAiIDRA {or designee} $ignature {For Full-time Teteruort}; Dats:

Prlvacy Act Etatement This infsrmatisn is subiect to the Privacv Act al 1W4 {5 Y.S:C. Seclion 552ai



1. ls the space free sf asbestas rmterial?

2. lf NO, is the asbestos undamaged and in good
conditiorl?

3. Ooes the space appear to be free of indoor
air quality problems?

4. Is the vvork space free from excess noise?

5. ls raalerayailable and drinkde ifl the spac€?

6. ts ventilation adequate?

7. ls a bathrosm available with hot and ccild runfiirig

8. Are there handrails for stairs with more than 3 steps?

CI. Are oircuit breakersffuees in the dectrical panel
labeled as to intended service?

10. Do circuit breakers clearly indicate if they are

11. ls electrical equipment free of recogn:ized hazards
that would cause physical harm ifor example, frayed
wires, bare conductors, loose wires, exposed wires
fixed to the ceiling, a rafs nest of plugs in a single

12" Witl the building's electrical system permitthe
of electrical eauisment?

13. Ar€ aisles, doorways, and corners free of
obstructions to permit vrsibititv and movement?

14. Do file cabinets and storage closets open so
do not obstruct walkways?

15. Do chairs have stableand secure whesldcasters?

16. Are rungs and legs of chairs stable and sturdy?

17. Are the phone lines, eleclricd cords a*d
extension wires safelv seeured?

18. ls the office free of combustible materials?

19. ls there adequate electrical lighting to accomplish
the work assiqnffients?

20. Are floors surfaces clean, dry, and level?

21. Ar* carpsts we& secured to the floor and lree of

22. Are there any other known s
should be addreesed forthis work space?

The
and

Appendix E- NTEU EMPLOYEE SELF-CERTIFICATION SAFETY CHEGKLIST

fatbwing ehecklist isdesignd ta as.sess theweralt fdyaf tln Aftemate Wo* Watian {AWL) ad m,us/beermph{ed
TeJewark

Sgnrng this form does not guarantee that the AWL is hazard frc:e, but does verfu that the employ* has made a reasonably
careful inspection for ptential hazards. Employees are responsiMe for informing their superuiwrs of any changes to their AWL
which wuld impact on health and safety of the emptayee and athers.

Employee's Signature Date 'tlz'l(,
Supervisor's Signature Date



April 12, 2016 

MEMORANDUM 

SUBJECT:   Request for full-time telework from outside the local commuting area for Jennifer 
Dawani 

FROM:   Jim Callier, Section Chief Air and Waste Management Division 

TO: Mike Brincks, Acting Deputy Regional Administrator  

In accordance with the conditions related to telework outlined in Article 54 of the National Treasury 
Employees Union contract dated October 8, 2015 and attached, this memorandum is to request a 
change in Jennifer Dawani’s telework schedule to allow for full-time telework and relocation. Jennifer 
Dawani has initiated this request to allow her to remain employed by EPA Region 7 once relocated 
permanently in  in order to meet family obligations. Together with Jennifer, I have 
outlined and addressed necessary considerations for this request. 

As an employee who regularly teleworks 3 days per week, Jennifer meets the following requirements for 
telework eligibility (section 8): 

1. The employee has sufficient portable work for the amount of time requested.
a. All of the employee’s work is portable

2. The employee is currently performing at the “Fully Successful” level or above.
a. Employee has never received a lesser rating

3. The employee has no documented performance deficiencies within the preceding 12 months.
a. Employee has no performance deficiencies on record

4. The employee has no documented conduct deficiencies within the preceding 12 months.
a. Employee has no documented conduct deficiencies on record

5. The employee has not been absent without permission for 5 or more days in a calendar year or
violated subpart G of the Standards of Ethical Conduct for Employees of the Executive Branch
pertaining to pornography.

a. Employee has neither been absent without permission nor violated subpart G.
6. The employee agrees to return to the official worksite on a telework day if required to do so by

her supervisor pursuant to the recall procedures contained in section 13A of the Telework
Article.

a. Additionally, employee intends to voluntarily recall to the worksite at least once
monthly.

7. The employee continues to comply with the terms of her written and approved telework
agreement.

a. Employee has regularly teleworked without incident since telework was made available.
8. The employee has been employed at the EPA for at least a reasonable “orientation” period of 90

days up to six months.
a. Employee has been employed at EPA since August of 2008.
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Jennifer is requesting full-time telework in order to remain employed by EPA Region 7 despite relocation 
outside the Kansas City local commuting area to  from the 
regional office.  Jennifer recognizes that her locality pay will be impacted. She meets the following 
eligibility requirements for full-time telework: 

1. All of employee’s work is portable.
a. Section 3 of the telework article defines portable work as work that is normally

performed at the employee’s official worksite but which can be performed at another
location with equal effectiveness with respect to quality, timeliness, customer service
and other aspects of accomplishing EPA’s mission. It also states that portable work is
part of the employee’s regular assignments and does not involve a significant change in
duties or in the way in which assignments are performed.  Section 8 (b) explains that
the nature of the employee’s duties will determine whether work is portable for the
purpose of telework eligibility and that duties which employees are not likely to be able
to perform while teleworking include those that require daily face-to-face interaction,
require access to classified information, involve work with EPA facilities, involve
providing physical protection, or other site-dependent activities.

i. Without a significant change in duties and without impact to any aspect of
accomplishing EPA’s mission, employee’s regularly assigned work is portable.
Her primary work involves grant and other special project management and
technical assistance and outreach with external partners located throughout the
region. This work is routinely conducted via telephone, email and web-
conferencing. Under this full-time telework agreement, Jennifer or I, as her
manager, may determine that an assignment would best be accomplished in the
regional office and recall to the worksite.

2. Employee’s position requires minimal in-person interface with employees and management.
a. The nature of employee’s regular duties requires only limited in-person interface with

employees and management.
3. Employee has a demonstrated track record of meeting performance plan objectives and working

without close supervision
a. Employee has never received less than an Exceeds Expectations performance appraisal

rating. She regularly teleworks 3 days per week and without close supervision.
4. The technology needed for employee to perform duties is available and fully functional.

a. All of employee’s telework needs have been regularly tested and are available and
functional.

If approved for full-time telework, Jennifer Dawani understands and agrees that: 

1. Any relocation costs associated with moving is the sole responsibility of the employee;
2. If the Telework Agreement is terminated for any reason, the employee is responsible for all

costs associated with returning to the official worksite location. The first-line supervisor will
provide a written notice of intent to terminate the agreement. The employee will have 10 (ten)
work days to report back to the official worksite. This deadline may be extended at the
supervisor’s discretion.

3. Locality pay may change.
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a. Employee’s proposed telework location is outside of the Kansas City locality pay area
and within the “rest of U.S.” area.

This full-time telework would be performed primarily from a residence in 
 Per section 9 E, I offer the following additional considerations for this change in official 

worksite: 

1. All of employee’s duties can be performed effectively from the remote location such that the
Agency’s ability to accomplish its mission and meet its operational goals will not, under any
circumstances be diminished.

a. Employee’s duties are entirely portable and goals will continue to be met.
2. In consideration of current and likely future duties, it is likely that employee will retain full-time

telework eligibility in the future.
a. Employee’s duties are not expected to change significantly or to affect full-time

telework eligibility.
3. Following are agency considerations for costs associated with employee’s relocation:

a. Because employee’s relocation is voluntary, travel costs associated with recall to the
regional office will the responsibility of the employee.

b. Any expenses for official agency travel from the work site to locations other than the
regional office would be paid by the agency as if travel originated at the regional office.
Travel from the work site will not exceed the costs that would have been incurred had
the travel originated at the regional office.

c. In the unlikely case of a recall by management to the regional office, the agency would
be obligated to bear the cost of employee’s travel expenses. These costs would include
personal vehicle mileage at the POV mileage rate of $0.54 per mile. Roundtrip mileage is
estimated at  and approximately . Employee will not require lodging when
on travel to the Kansas City metro area.

Ex. 6 residence location
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